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Instructions for How to Upload Documents to the AFS Record
via the Accela Citizen Access (ACA) Portal

CRA 5488



Go to the online portal. 
Enter User Name or E-mail of an account that has access to the AFS record for which you are seeking to upload documents.

• If you do not have an online account, you must register for an account.
• If you are unable to access the records you are seeking, please contact CRA-Amendments@michigan.gov to request assistance gaining online access.  

• Enter Password.
• Select Login.
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• Select Complaints & License Maintenance.

3

• Scroll down and click on the Record Number of the AFS Record you are trying to upload documents to. 
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• Click Record Info. 
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• Click Attachments.
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• Click Add.
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• Select Add on the file upload pop out window. 
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• Select and Open the file(s) you wish to upload. 
• All documents should be uploaded in PDF format except for the NOD Response 

or an updated AFS Report (if required). 
• An NOD Response or updated AFS Report should be uploaded in Excel format. 
• Files should be named according to their document type. For example, the CPA 

Attestation of Practice Authority PDF should be named “CPA Attestation of 
Practice Authority”.

• Please upload each responsive document as a separate PDF.

• Confirm the file(s) are 100% uploaded and select Continue.
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• Select document Type.
• All documents have a corresponding type. You must choose the corresponding document type for each document that is uploaded. Please see the chart on the 

next slide to identify which Type should be used for each document.
• After selecting a document Type, select Save.
• You must repeat the process depicted for each document you are uploading. 
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• The following notification will appear on the screen and the analyst will receive a notification that documents were uploaded:
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Document TypeDocument

AFS ReportAFS Report

Contact Authorization FormContact Authorization Form

CPA Attestation of Practice AuthorityCPA Attestation of Practice Authority

AFS ClarificationNOD Response

Revenue Supporting DocumentsAny Documents Relating to the Schedules of Total Revenue

Expenditures Supporting DocumentsAny Documents Relating to Lease Agreements, Financing 
Agreements, Management Agreements, Licensing 
Agreements, the Schedule of Service Vendors, or the 
Schedule of Other Vendors

Ownership Supporting DocumentsAny Documents Relating to the Schedule of Ownership

OtherAny Documents Relating to the Schedule of Employees
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